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VACANCY ANNOUNCEMENT Closing Date 18 May 04
£4178:
Date of I ssue 4M ay 04
1H57E 4 Jobtitle (Z#k Grade_ 5 /EBFE#HKLAD_3 ) BEAH 4. B S4B Area of Consideration
Protocol Specialist #283 (&L %FIR) No. of Recruitment | 5 33 MLC/IHA it %8 (ERFXM)
SEETRE S TSR A table Trai Leve: 1-4 Current MLC/IHA Employee within Activity
X $i‘;% o E ?;ﬁﬁzf‘: o Di%gn; ” O E&E®R 1% X B MLC/IHA ¢ £ 8 (GEHHEM)
Administraive  Blue Collar Trade  Security Medical curent MLC/IHA Eployee1n commuing distance
> 58k Acivity Y (13 MLCIHA £ £8(2 75 A X H)
Commander Fleet Activities, Yokosuka %r;e&;;ﬂ gﬁ“ggg:ggﬁzn?pan Wide
Commander’s Office (Code 00) — =
KETRARER NSNS EE 5P OB Type of Employment
BN I5FT Working Place: 478 1 ;A ET Tomari-cho, Y okosuka X MLC
3. ENFEERRT Work Schedule (5840 BEREH hrww ) ] IHA CIHPT
£)7% 8 Work Days. Mon-Fri X % A Permanent
ISR - KB Work Hours/Recess Period: 0800-1645 / 1200-1245 ] BB7E Limited Term (__» B Months)
] ®#h Night Shift X %% Overtime  [] Hi3E Business Travel
6. AZA Duties:

Performs following duties under the supervision of Supervisory Protocol Specialist: 1. Assistsin receiving appreciation, petitions, protests, etc., from Japanese
governmental and private bodies and individual persons by telephone or in writing or in person, regarding matters in the power of COMFLEACT Y okosuka. Translates
verbally or in writing such requests or statements for COMFLEACT Y okosuka, with comments necessary. 2. Reads Japan-published English newspapers, and marks
articles of interest in red pencil, with comments as necessary, for COMFLEACT Y okosuka's attention and review. Reads Japanese newspapers; translates, in effect,
articles related to the interest of COMFLEACT Y okosuka and USFJ. Furnishes such news as obtained from Japanese radio and television, with comments thereon as
appropriate. 3. Types letters, reports, memoranda, etc., of the Supervisory Protocol Specialist and other flag officers; submits the typescripts for review and approval;
mails the signed correspondence to the addressees as directed. 4. Translates English documentsinto Japanese as required. 5. Coordinates and maintains the schedule
of CO's appointments. 6. Performs other incidental or related duties as assigned.

7EREH. BEEH Qualification/Physical Requirements
a Oneyear of clerical or administrative work experience equivalent at 1-4 level in the related work.
b. Knowledge of administrative procedures to arrange official and non-official functions involving high ranking military officers, Japanese Government officials and
other Japanese Nationals.
¢. Knowledge of Navy Correspondence.
d. Skill in operating office automation hardware and software such as Windows NT, Microsoft Office (Word, Excel, Access and Power Point) and Communications.
e. Ability to trandlate Japanese into English and vice versa orally and in writing.
f. Ability to speak, read and write English at fluent proficiency level (LAD-3).
g. Ability to speak, read and write Japanese at native language level.
*k An applicant who does not fully meet the qualification requirements stated above may be considered at alower grade level as below:
1-4: Oneyear of clerical, technical or administrative work experiencein any field. If applicant does not have such work experience, completion of 4-years
college/university in arelated field may qualify him/her at 1-4 level.
* A handicapped applicant may be accepted, depending on the degree and kind of disability.

HEE 1 English Language Proficiency :  [_|WAEEZL L None [ #)#%k Basic [ & #&k Intermediate DX L #% Advanced [ |$5EX D BEFT Exceptional

“#FE Educational Background : N/A FEFEE 18 T L License/Certificate Required : N/A

o . BB RIR
B
812H T %+ D Application and Associated Documents Working Condition

*[X] ZE & IS S F#R Application for Vacancy Announcement (HROY Form 1) Work Seheclile may be
*[X] B FS#XFEE Resume of Specialized Work Experience (HROY Form) chenged based On?;)eraﬂond
*ME AL Complete * in[[] BAEE T Japanese [X] 3EET English [] £5 5 T4 Either requirements.

X EEBOREAFEATSHD (BL) Anything to certify English Proficiency (Copy).

X 80O MEIF ZBEft L. HEEDEERS -FT- KL ZE LV RIEAHE (12cmx 23.5cm)

12 cm x 23.5 cm envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is not accepted.)

****PDF Forms are available at HRO Web Site. http://hro.cnfj.navy.mil ****

R LS 5L for Job Inquiries 1R % Office to Submit EHIIER For Official Use
AL EE BHLER POC T238-0001 w31 RAEZAE HIRAT 1 i, Box 22 PD No.: CFAY-00-002
CFAY Resource Management Dept. 1 banchi Tomari-cho, Y okosuka, Box 22 _

R AR =438 N\ S SRR KBERBEEEMBES ASHERR (HRO) (P:D t'.sf."’:dcgrat: C";‘.”d. t“,‘”g}-lg
Mr. Sato or Ms. Ishihara CNFJ, HRO (Code N132) ey ey
NTT 046-816-8148 or 8143 WNTT 046-816-8152  (DSN 243-8152) HRO 05/4

(DSN 243-8148 or 8143)

EHEEEZHRZ L TOWEWMEE EEDORRICHEY EFH A, Incomplete applications will not be processed.
RESNEEZHETERL LEEA Submitted applications will not be returned.



